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1. Personnel Policies 


S. B^ratlon 

It is the policy of Idle Central Intelligence Agency to retain competent 
personnel on the basis of merit without discrimination r«®irding fa- 
voritism, aasital status, se*, race, color, religion, or external 
pressure. Since there sue varying circumstances requiring separa- 
tion action, the developoent and imgpl««sntotion of this general 
policy is conditioned tflpon the type of separation action being 
taken.* 


♦ ©stalled statements of policy and procedure for each type of si^aretion 
action will be published at later dates. 
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(2) laductlon in force 

It i» the policy of the Central Intelligence Agency to endeavor to 
establlih conditions conducive to stahle «i®loyiJient, If, Jaowsver, 
it hecoaes jascessary to reduce the staff, it is the policy to conduct 


reduction la a namner flair and equitable to all personnel con- 
oemed, subject to the aa^batory re«iuir«ent8 of the feterans' Pref- 
erence Act of 1?M^, as amended. 

(3) Tenainstlon “in the interests of national security" 

feralnation vfbmi necessary or advisable "in the interests of national 

•ecxsrity" la^er the pro^sione of sub-paragraph (c). Section 102, 
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IfetloiMtl Security Act of l^^T provided for in C3A. Segulatlon^^^l 
feralnation as a result of security vlolatioa as provided la CIA 
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Begulatlon I^BslU be processed as sepamtlon **10 the interests of 
nations! security." 


(4) Separation as a result of unfavorable determination by the Loyalty- 
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Sevtsiv Board is provided for in CIA Begulation^^^l 
1 5) Separation for unsatisfactory performance 
(a) Policy 

It is essential that each aanbsr of the Agency contribute his full 
share tovard the acccmpllidiffient of the Agency’s mission* Prompt 
action must be tahen to relates those individuals idio are undesirable 
or shose performance is unsatisfactory shen th^re is m rsasonable 
proi^ct of bringing about adequate improv^ent throu^ less 
drastic adalMstrativ# or supervisory action. 
saiiiiiiiiAL 
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.jitim igmuoMcg AiSBscY aaooxAnoi? 



Is, 


PersosneJ- -siio have coa^leted tlie probationary period eiil not be 
separated involiintarily (except for redaction in force i security 
reasons, for cause— misconduct, delinquency, etc.) untless there 
ie a prior notice Infozroing the person conceam^ In ehat reepect 
his senrlceB were un»atls:^ctory and imless he has been given a 
raasonable opportunity to la^rove or to correct ob^S'^tionablc 
traits. 

Personnel need assurance agalnet adverse action based on arbitrary, 
uninformed decisions. Sach awsaber of the Agency r^resents a 
siaahle investoent in time, money and human effort. Therefore, it 
is lagportsnt that personnel be carefully evaluated in order to 
ellainate those idio j^nlfest an inability to meet requirements . 
Besponsiblllties and Authorities 
(l) Ssi^ervlsory Eesponsibility 

iiq?ervlsorB bear primary responsibility for determining the 
adeqvmcy of performance and conduct of persomel under their 
iupervision and for initiating corrective action where nec- 
essary. Such corrective action may be in the form of closer 
supervision, on-the-job training, admonitions or warnings 
and reprimands. There say be some instances in which a 
conscientious worker is in a job beyond his actual or poten- 
tial capacity. In such instances, the individual should be 
r^sslgned to duties commensurate with his skill. If reassign' 
sent la not practicable, he m&j be separated. When corrtrctlve 
action requires a personnel action, transfer, deoaotlon, or 
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separation, supervisors are responsifeie for recoaraendlng appro 


prints action to the PsrsonaeX Office, together with full sup- 
porting reasons. Ilbils the ultioate authority for taking 
P«f80nnsl actions rests with the Fersormel Office, this fact 
4 oeB not relieve the aperatlng office of the responsibility 
for discipline and proper management of personnel. 

( 2 ) Personnel Office Sesponslbility 

&e PteTScemel Office is responsible for rendering advice ai^ 
aeeistaace at ell st^^ervieory levels on matters pertaining to 
personnel of the Agency, for reviewing proposals affecting 
ii^vtdi^s, and assuring 'Uiat ■Uiey conform to prescribed 
latoiy and procedxiral requirements and are not arbitrary and 
uoreasoneble, and for approving or recOTneadlng to liigher 
authority final action to be takm. In toy instance in efelch 
adverse action is necessary, the Personnel director or his 
designee will, with the aselstance of the supervisor, prepare 
the advance notice or statement of charges for the supervisor’s 
slgiature and will b«ir Joint responsibility with the super- 
visor in determining the adequacy of any answer by the indi- 
vidual afi^cted as to why a proposed action should not be 


Imticen, 


££ 5 1 1 2 5 1 1 1 A I 
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Pjfocedure for Separation for Uneattefectory Perforaaace 


A. Proci^uref for Sepa^tion during Probatiomry Period 

®ie probationary or trial period sboxild be fblly utilised ae a final ex- 
a£iining cuid weeding out period to determine the capacity of new p^Kinnel. 
P«*fOimnee evaluation® prepared during the probationary period 
show In detail the indivlduel’s perforaance, progress and growth iK)ten- 
tial. She P«:*SQnnel Director or his designee will review such evaluation 


reports and, i^en an indlvidt^al's p^foraance is not satisfactory, take 
iwiediate action with the supervisor to work out a remedial program Ibr 
the individual or to reassign or separate him. Separation action any be 
taken u|»3n two week's advance iKjtlce in writing by the Personnel Office 
of such action, Probationary employees do not have the right of appeal 
on such actions, 

B. Procedure for Separation 6vas»equej|t to Probationary Period 
1. Supervisor's Eocommaiaation 

khen the supervisor’s efforts to bring about a more satisfactory 
perfonasnce by the individi»l are unavaUdhS^ nnd less drastic 
action is xjot possible or deslr^le, the et^ervisor will Initiate 
S^jaration action. He will take such action, however, only after 
he has notified the employee in writing wherein he has failed to 
perform adequately and has given the «n®loyee a reasoriSbie tiiae 
in ^diich to d«K>nstratt his ability to perform satisfactorily. 
fbeajpervisor‘8 recommendation for eepamtion action shall con- 
tain pertinent facts concerning the individual’s unsatisfactory 
perfoimnce with a statement summarlalng supervisory efforts to 
bring about ii^rovements. 
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{2} f«r®onnel Office Action on RecosasaeniJation 

Upon jreceipt of auch a recanaendation, tlie Peraonnal director or hia 
deeignee vill conduct a review to develop any additional facta perti-^ 
aent to an appropriate decision. 

I 

'i., ,( 3 ) ProcessiE^' tlie Separation Action 

I If the Peraonn®! Director or hia designee determines that aepamtion 
action ia appropriate or that demotion or other leaa drastic adminie- 
trative action ^ould he t'ahaa, it will prepare for signature by the 
appropriate ax^er visor a notice to the individual affected of the 
proposed action, this notice shall ccaataln the ftolloving information: 
(a) A statement of the action proposed as well as the effective 
tote Hiereof (30 days from the individual’s receipt of the 


letter). 

(h) A Statement, specific and in detail, showing the reasons for the 
proposed action and including a review of the administrative and 
S'upffinriaory actions wbl<di have been taken correct Ihe situa- 


tion. 

(c) A statement informing the iiadividxml that if he wishes to reply 
he must to so within ten calendar days orally or in writing! 
that his reply will he given full consideration before a de- 
cision Is reached; and that he will be notified of -tiie decision 
within 2Q days after hi# reply is receive. In addition, he will 
be Infotased that he may present his answer orally before an ad- 
visory owmalttee. 

Ibreseatation of Indivldimtl's Riigply before an Advisory Comal ttee 

®ie Pffi’sonnel O^lce will promptly arrange for presentation of an 

oral reply to an advisory committee upon the individual's request. 
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(a) Mojftjership of M/isory Cca3m,li;tee 

13ie Assistant Sirestor (Parsonnel) will appoint a ccssaiittee 
Of three reaponsihle and iiapartial Central Intellisencc 
Agency officials who are not uwnbers of the Office to which 
the individual is assigned. Tiie Personnel Director or his 
desigimtal representative will serve as non-votfog chairman, 
(h) Assistance to the Committee 

fhe cosalttee may secvire the technical advice and guidance 
of appropriate specialists. 

(c) Witnesses 

The iEfilvldual has the right of re<iu:eBting the appearance of 
other Agency employees before the ccwmittee to assist in 
supporting his reply. 

C5) Final Action 

After considering the irdividnal*# req?ly and the recoronaendatlons 
of the advisoiy eoaraittee, if applicahlej, the Office concerned 
will recoamend action to the Personnel Director or his designee 
who will mke the final decision as to the action to he tdhen. 

The Personnel Office will notify the Individiial in writir^, 
giving the reasons for the decision and stating, if applicable, 
taie effective date of the action/ 

(6) Appeal to the 0. S. Civil Service Commission 

V, If adverse action is to be taken on an individual eligible for 

i 

preference under the Veteran's Preference Act his final notice 
will Include a statement informing him of his rl^t to app^d 
to the U. S. Civil Service Commission within ten caldsdar days 
of receipt of such octice. 
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